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SHUHAIB 
Nationality: Indian

Email: shuhaib.331783@2freemail.com
Abu Dhabi

UAE Valid Driving License
Position Applied:Supply Chain / Logistic / Procurement / Purchasing / Transport / Admin or any position that would fit my qualification.

Objective
To reinforce my strong existing skills and develop new skills through continuous development and practice in a well-established and thriving area of interest such as Supply chain and Logistics in  multinational organization or a reputable organization within the healthcare industry.
Professional Experience
Supply Chain Assistant (Medical &Healthcare)



November - 2014 till date
NATIONAL AMBULANCE, ABU DHABI. UAE
· Responsible in managing and overseeing stock levels

· Accountable in ensuring that Fixed Asset stocks and supplies have been accounted for with their corresponding asset tags and input these details to OpIQ.

· Monitors distribution of supplies to ambulance units within Abu Dhabi and Northern Emirates

· Monitors inventory of Fixed Asset in Northern Emirates and Abu Dhabi

· Assists and identifying the Faulty Fixed Asset Northern Emirates and Abu Dhabi to fixed the problem

· Produces daily, weekly and monthly reports as needed for monitoring purposes by both supply chain, operations and purchasing departments

· Works in full coordination Operations, Finance and Supply in resolving price and PO related issues. 

· Checking and inspecting goods received and ensuring they are of accurate quantity, type, and also acceptable quality.

· Making sure that all inventory processes are completed on the same day.

· Identify any damaged or missing goods and record pertinent information

· Take inventory and analyze all documentation such as invoices, bills and other supply documents.

· Inventory transferring and prepare shipping documentation.

· Attends and actively participate on meetings covering all supply chain, operations and warehousing, and procurement related issues.

· Performs other duties as requested by the Supply Chain Manager

· Perform research activities in order to identify new solutions for logistical challenges
Transportation & Logistic Coordinator



September 2011 to October 2014
ADVANCED INTEGRATED SYSTEMS ABU DHABIUAE
· Responsible for supporting all activities that relate to and effect supply chain, logistics & procurement.

· Vehicles Registration renewals, Vehicles and drivers CICPA pass renewal.

· Carrying overall responsibility for coordinating, communicating and tracking fleet projects while managing existing fleet projects. This includes planning and scheduling the appropriate maintenance work according to manufacturer recommendations. 

· Responsible for coordinating all aspects of the day to day material planning and delivery activities in accordance with established logistics policies, procedures and systems approved by the company.

· Work with government agencies to ensure the relevant documentation is complete and available to process for re registering existing vehicles as well as adding new vehicles to the system. This includes reviewing traffic violations and processing them accordingly.

· Process insurance claims ensuring all the relevant documentation is complete and repairs actioned immediately.

· Responsible for issuing purchase orders, matching purchase orders with invoices and coordinating payment terms with finance departments.

· Ensure to dispatch all company drivers. Ensure to receive all phone calls from drivers any hour in day. Ensure to track routes to assure on time deliveries to enterprise customers.

· Skilled in ensuring all the health and safety procedures are in place in accordance with ISO standard.

· Review driver’s hours properly and submit apt timecards to payroll.

· Prepare and review weekly, monthly and quarterly inventory level reports against consumption rates and assisting in the implementation of both short and long term solutions.

· Perform weekly and monthly inventory in the warehouse (with the use of Accellos systems)
Administrative Assistant





July 2009 to September 2011

RW ARMSTRONG& ASSOCIATES ABU DHABI

· Carrying administrative duties such as filing, typing, copying, binding, scanning etc.
· Organizing travel arrangements for senior managers. 

· Writing letters and emails on behalf of other office staff.  

· Booking conference calls, rooms, taxis, couriers, hotels etc.

· Processing expenses sheets and invoices.

· Monitoring stationary levels and ordering office supplies.   

· Covering the reception desk when required. 

· Maintaining computer and manual filing systems.

· Provide information to internal colleagues or external enquirers
· Handling sensitive information in a confidential manner
· Taking accurate minutes of meetings
· Coordinating office procedures 

· Relying to email, telephone or face to face enquiries 

· Develop and update administrative systems to make them more efficient
· Resolve administrative problems and managing staff appointments
· Receiving, sorting and distributing the post 

· Answering telephone calls and passing them on
· Oversee and supervise the work of junior staff
· Maintain up-to-date employee holiday records
· Greeting and assisting visitors to the office
· Photocopying and printing out documents on behalf of other colleagues
Radar Technician


March 2007 to August 2008
ADVANCED INTEGRATED SYSTEMS ABU DHABI UAE

· Operate, install, calibrate, and maintain integrated computer/communications systems, consoles, simulators, and other data acquisition, test, and measurement instruments and equipment, which are used to launch, track, position, and evaluate air and space vehicles. May record and interpret test data.
· Assist personnel with installation, configuration and ongoing usability of system hardware and software

· Offer daily operations and systems support to personnel

· Verify functionality of hardware and software components

· Troubleshoot hardware and software issues in person, remotely and via phone

· Assist employees with computer problems and answer their questions

· Conduct daily network backup operations

Storekeeper







March 2004 to March 2007
KSB SERVICES ABU DHABI UAE

· Maintained store facilities to ensure smooth functioning – Made arrangements and placed orders for new stock and supplies whenever necessary.

· Responsible for upkeep of various appropriate records of materials received.

· Received deliveries of new equipment and ensured that all the supplies were in proper order – Stored the supplies and items received in their designated place to avoid time wasted searching for items and general confusion.

· Issued supplies as per the demand of the clients and maintained records of payments.

· Maintained the budget of all the expenditures incurred and presented same to store managers.

· Reported to store manager on a regular basis regarding the need/demand of items so that the future orders could be placed accordingly.

· Monitored the functioning of store equipment and reported problems and failures to the supervisor.
Computer Hardware Technician


August 2001to March 2003
WESTERN TECHNICAL ABU DHABI UAE
· Set up hardware and install and configure software and drivers

· Maintain and repair technological equipment (e.g. routers) or peripheral devices

· Install well-functioning LAN/WAN and other networks and manage components (servers, IPs etc.)

· Manage security options and software in computers and networks to maintain privacy and protection from attacks

· Perform regular upgrades to ensure systems remain updated

· Troubleshoot system failures or bugs and provide solutions to restore functionality

· Arrange maintenance sessions to discover and mend inefficiencies

· Keep records of repairs and fixes for future reference

· Offer timely technical support and teach users how to utilize computers correctly
Summary of Educational Qualifications

· Bachelor of Commerce Degree (B.Com) from Council for technology & science Kerala, India

· Pre-Degree (PDC) from University of Calicut Kerala, India

· Secondary School Leaving Certificate (S S L C) from GHMKSS

ComputerQualifications
· ICDL. Limitess Consultancies and Training, Abu Dhabi

· Computer Fundamentals, Al Rolla Computer Institute, Sharjah

· Diploma in computer applications, Western Technical, Abu Dhabi
Summary of Skills
· Extremely skilled in working well with others and understanding group dynamics.
· Strong understanding of end to end supply chain, logistics and procurement in the context of greater efficiency and cost-savings.

· Familiar with all commonly used software and methodology including: Just in Time and Lean Supply Chain Philosophies.

· Significant experience in operating in Oracle, Accellosand Operative IQ applications.

· Proven problem-solving, analytical, arithmetic and creative thinking skills in complex environments. 

· Advanced experience and expertise in the use of electronic software and common computer packages including: Microsoft office (advanced excel user), Outlook and all the general Windows applications. 

· Quick study, with an ability to easily grasp and apply innovative and new ideas/concepts/ methods and technologies. 
· Culturally aware, Respectful of others, never give up attitude, Sociable
Personal Profile 

Date of Birth:


8 May 1980

Gender:


Male

Religion:


Muslim 

Marital Status:


Married

Visa Status:


Employment Visa from National Ambulance
Language
· Arabic, English, Urdu and Malayalam.
References, recommendation letters and other credentials will be made available upon request.


